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CHAPTER I
INTRCDUCTI ON

The Problem

This survey 1s made first, to datenmiéa the standards
of the busineas offices of the Borger, Texas, area regard-
ing personnel az a basis for more effective guldance at
Frank Phillips College; second, to detemmine if the busie
ness department of the college is providing adequate edu-
cational preparation for the principal office positions
of the area; and third, to obtain infomation regarding
the methods of selecting employees and the personal tralts
desired, It is also the aim of this survey to give the
employers of the community an opportunity to make sugges~
tions which may help Frank Phillips College meet the em~
ployment needs of the community. Praon thege data it is
expected that certain recommendations may be justified

relative to the bualness curriculum of the college.

Purpose of Survey and Study
The purpose of this survey and study is to attempt
the establishment of ways in which the business adminis-
tration department of Frank Phlllips College may help its



students to prepare to fill the employment needs 1in the
commercial offices of the area, It is obvious that 1t 1is
the desire of the temminal students to fill these positions.
Frank ?hilliﬁs College can readily make adjustments to fill
the needs of these students with its day and evening educa-

tional programs.

Data Needed and Method of Collectlon

It is necessary first to establish the extent of the
educational needs in the commerclial fleld, To obtaln a
view of the employment plcture in the offices of the Borger
area, personal interviews were held with the personnel
managers or office managers of thirty-three establlishments.
In order to retaln accurately data and informatlon recelved
during the Interview, a check sheet was used by the inter-
viewer,

To gain information about employment criteria, ques-
tions were asked in regard to the following:

1. Social tralts desired

2. Work traits desired

3. Bducational requirements

. Experience requirements

5. 8kill requirements

6. Deficiencies in education and training of present

employees



Finally, the employer was asked to make suggestlons which
might help Fruﬁk Phillips College in meeting the employment

naeds of the comnunity.

3cope of the Survey and Study
This survey and study was llmited to the employment
units of Borger, Texas, and the adjacent area which in-

¢ludes the towns of Phillips, Texas, and Bumvista, Texas.

Method of Analyzing the Data Obtalned

Chapter II of thiam study is camposed of an analysis of
the employing offlces surveyed., Tables are arranged to
show the findings relative to thalr employment pracitices,
standards, hiring procedures, and observed employee traits.

Chapter III is a short evaluatlion of managerial per-~
sonnel, Although 1t is realized that the junlior college
cannot give adequate tralning for all types of menagement
persomel, therse are certain basiec cowrses which should
ba pointed out to all students who wish to train for manage-
ment, Information in repard to management education needs
obtained from employers should make possible more intellil~
gent guldance of studenis who are f{raining for management.
Tables are presented to show the minimum hiring require-
menta in regard to education, experience, and ability.

Similar treatment of data for accounting personnel ls
glven in Chapter IV; for secretarlial and stenographic

personnel, in Chapter V; for office sales personnel, in



Chaptar‘VI; and for file clerks, general clerks, and others,
in Chapter Vii. The business cdminisiration department of

FPrank Phillips College is evaluated in Chapter VIII. Chap-
ter IX presents a summary of the findings, conclusions, aend

recommoendations .,

Definition of Terms

"Managerial" persommel are office workers who are ac~
tively engaged in the management duties of some particular
phase of the wmit surveyed.,

"hecounting" personnel includes all office employees
actively engaged in work related to the processes of the
accounting coycle.

"Secretarial and stenographic! perscmel includes all
employees engaged in ocorrespondence and related activities,

"0ffice sales" personnel are those employees who are
engaged in some selling activity; yet their worlk, for the
most part, keeps them in the office. Salesmen of intangi~-
bles are typleal of this classification.

"File clerks, general clerks, and others" includes
file clerks, payroll clerks, time clerks, and any other
of fice employees not designated as management persomel,
accounting personnel, secretarial and stenographic per-

sonnel, or office-salaa personnel.



Related Information from Selected Readings

The Junior college movement has been accelerated by
local demand that pupils completing their high school work
be accorded an opportunity for hipher educatlion more {reely
than was already possible. 'The camunity also demanda
higher education for those adults who did not complete
high school or who dld not have an opportunity to enter
an institution of higher education upoen completion of
their high school course.

Educational needs of the community should be of primary
conslderation in the junior college curriculum.

It is coming to be generally understood that the

Junior college caymot serve its complex purpose if it

makes preperation for the university itas primary ob~

Ject. Por the great majority of jJjunlor college

students, courses of Instruction and training are

to be of a plece with what has preceded; they are

to be culminal rather than basal; they are not to

result in a "deferred education.” The junlor college

will funstion adequately only if ite firast concern

is with those who will go no farther, if 1t turmns

many away from the university into vocations for

which training has not hitherto been afforded by our

school system.l

The administrators and faculiy of the community junior
college should be desirous of fulfilling thelir obligations
and duties to the community. It is loglcal that business
men of the community should desire a commercial training

program in the junior college which will increase the

1%&111%1 A+ Proctor, The Junior Colle p. 17, quot-
ing P. A. Lange, The Junior GollLe in Proceedings of the
Hational Educatlion Assoclation, I%%S, PPe Iﬁwi’%;




efficiency of their office employees., This deslre for
commercial training in the cormmunity brings the problem

of setting up the commercial curriculum to the administra-
tors and faculty of the junior college.

The problem of the faculty ls to condense the
curricula of the standard liberal arts course in can-
meyce into two-~-instead of four~year units by Judi-
clous selection and adaptation. Technologlcally
there may be scores of types of education for bual-
ness. MNone of these can be pursued intensively. The
training in business should ordinarily be suech that
the student may be prepared for a variety of cholces
when he enters upon his career. Emphasis will be
laid upon training in such general subjecis as
economicas, English, psychology, and soclology. The
vocational feature may lead to speclalized channels
such as secretarial work, accounting, persomel work,
marketing, otc. Let me repeat, the aim is not bo
produce econanists or financlers, but to it the
training to the level of activity upon which the
youth is naturally destined to enter.2

Seashore explains more fully his views on "fitting
the training to the level of activity upon which the youth
is natural ly destined to enter.”

We are now facling a new awakening to the effect
thet below the striectly professional we have the
seml«professionsl and skilled ceccupations which de-
mand education adapted to that large mass of our
American people who are not going to be scholars but
rather workers in their respective fields.3

It 18 concluded, therefore, that the junior college

camercial department may render a deairable service to the

20, E. Seashore, The Junlor College Movement, p. 6.

3{3. k. Seashore, e Junior College Movement, 1940,
quoted by James A, Starrak and Raymond M. Hughes, The New
Junior College, p. 29.




community if those who set up the curriculum gear that
curriculum to community needs,

A community survey is invaluable in setting up the
curriculum, reviasing the curriculum, and inaugurating a
vocational guldance program.

A local survey ls not only desirable in revising
the business curriculum, in deciding on squipment,
and in setting up stendards of achievement, but it
is also almost indispensable in vocational guidance.
For a achool to lnasugurate & vooamtional guidance
program without Imowing what initial jobs are avail-
able locally, what the requirements for those jobs
are, and what the possibilities for advancement are,
would be as sensible as ineugureting an educational
guldance program which attempts to give students
advice about preparing for various colleges without
knowing the entrance requiremente of the colleges
concerned. Ferhaps the most important factor in a
vocaticnal guldance progrem, as it applies to busi~
ness vocationz, is & knowledge of local jobas, their
requirements, and the possibilities of advancement.
A local survey will give this information.

l‘R. G. Walters, The Community Survey, pp. 6mT.
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CHAPTER 11
THE SURVEY OF BORGER, TEXAS, AND ADJACENT AREA

Types of Employment Units Surveyed

Borger, Texas, and the adjacent area, with a popula~
tion of approximately twenty-six thousand, is the indug=-
trlal center of the Texas Panhandle. The chief manufactured
products of the area are refined petroleum, carbon black,
butadiene, synthetic rubber, and printerts ink. In addi-
tion to beilng & trading center for industrial products,
machinery, and tools, Borger supplies the industrial
workers of the area and the wheat and ecattle fammers of
the central Panhandle with thelr needs of everydsy life.

In selecting the sample of business establishments
used in the survey, the following business classifications
were used: construction, manufacturing, retail trads,
wholesale trade, transportation, publiec utilities, com-
munlecation, finence and insurance, professional and re-
lated services, éné.govanmmmnt agencies.

"Construction,” the first of the ten classifications
used, included a bullding house and a lumber yard.

The "transportation" category included the raillrosd
and two truck lines.



"commnications” embraced the radio statlon, telephone
company, and the telegraph office.

The "wholesale trade" classification was composed of
a wholesale grocery company and a soft drink distributor.

Employing unita under the "retall trade® grouping in-
cluded 8 Pfurniture store, a jeweler, and a department
store. An automobile dealer was also included under this
classificetion.

fpinance and insurance" was camposed of two banks, one
savings and loan aaaociation, and three insursnce agencies.

"ganufacturing” was made up of three offices of the
petroleum industry, including refining, carbon black and
gynthetic rubber.

The "professiomal” classification included the offices
of a superintendent of schools, dean of the college, &
school distriet tax collector, and the county hoapital. A
law office was also included in this classification.

"Government agenciles" included the veterans' service
of fice, the city tax office, the post office, and the
state employment office,

The other unit surveyed was clessified ss “public
utilities.” This unit serves the community with natural
gas and electricity.
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These clasaifications resemble those established by
the Bureau of Census but were modified to be more usable
in surveying this particular aammnnity,l

Classification of Hmployee Unita and Employees

Interest in the size of the unit lies chlefly Iin the
number of personnel employed. As shown in Table 1, thers
are L0 perascns employed in the offices of the units sur-
veyed, Of this total, 80, or 18,2 per cent, are manage~
ment personnel; 105, or 23.9 per cent, are secretarial
and stenographic persommel; 67, or 15.2 per cent, are ac-
ecownting personnel; 3, cr_l.8 per cent, are office sales
personnel; 180, or hﬁ.q per c¢ent, are T'ile eclerks, general
clerks, and other clerks.

It cen be found that per unit there are on the average
2. persons emgaged in management duties, 3 persons doing
gecretarial-stenopraphic work, 2 peraons doing accounting
work, .2l persons engaged in of fice-asales, and 5.5 persons
are clerks.

Since all units surveyed do not have in their employ
all five classificationa, the data may be interpreted
differently. The units employing such persormel have on
the average 2.4 persons engaged in management, 4.5 persons

doing secretarial-stenographic work, 3.5 persons in

) ,
Bureau of Census, County Data Book, A Supplement to
the Statistical Abstract of e%é"ﬁﬁftaﬁ States, p. viii,
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TABLE 1

BORGER OPFICE EMPLOYEES CLASSIFIED ACCORDING
TO TYPES OF EMPLOYMENT UNITS

Type of
Employment Unit

Construction
mnufgatuﬂng
Retail trade
Wholesale trade
Transportation
Public utilities
Communication

Finance, insursnce,
and related services

Professional and
related services

Government agencies

Total

Percentage of
total

m}ny@w
Hanagement Accountl ng
Ho. ¥o. BEm-| No. No. Emw
Units | ployees/ Units | ployees
2 b
3 3k 2 36
4 4 10
2 2 1 2
3 3
1 2 1 1
3 3 1 1
6 15 5 12
5 6 L 5
i 7
80 67
18,2 15.2
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TABLE l--Continued
B e e e T A e e P ittt s e e

- Employees _
Secretarial and Fille-General Total
Stenographic Office-3ales | Clerks, Others
Ko ¥o. BEua~ Ho. ¥No, Eme Ko, N, Eme Ho. Ko Em"'
Units| ployees | Units| ployees Unlts | ployees | Units | ployees
1| 1 2 5
68 3 88 226
5 2 L 6 23
1 1 2 5
2 6 2 9 3 18
1 1 1 7 1 11
3 1 2 1 5 3 15
5 11 3 1 3 23 6 66
4 6 3 5 20
3 4 2 Lo b 51
105 8 180 33 Lo
23.9 1.8 40.9 100.0 | 100.0
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accounting, 1.6 persens doing office-sales work, snd 10.6

persons employed as clerks.

Hethod of Securing Job Applicants

The pravalence of the long~standing custom of hiring
onets {riends is clesarly shown in Table 2, The table
shows that [5.5 per cent of the units surveyed find appli-
cants for jobs through friends and employees. It should
also be noted that 30.3 per cent of the fima surveyed
find spplicants among personal friends of mahagamant,

The survey indloates that visiting persomnel offices
and making application for employment 1s an eff'sctive way
of acquliring a position. It was found that 30.3 per cent
of the firms surveyed recruit candidetes for positions
through their own personnel offices.

In acquiring candidates for emploment, school cone
tacts are made by 2.5 per cent of the employment units
surveyed; public employment agencles are used by 21.2 per
cent of the units; and private employment agencies are
used by 6 per cent of the units. Two units, or 6 per cent
of the units polled, use competitive exeminations to se-
curse applieants. The United States Post Office uses Civil
Service Examinations and the Texas Zmployment Commission
makes use of Merit System Council Tests.

It ia indicated by Table 2 that certain types of em-

ployment units in the Borger area use their own personnel



SOURCES OF JOB APPLICANTS USED BY
BORGER EMPLOYMENT UNWITS

1

TABLE 2

Public Private
Agencles Agencies Yant Ads
Type of
Employment Units Using | Units Using | Units Using
Unit Ihis Source | This Source | This Source
Per Per Per
Number | Cent | Number| Cent | Number| Cent
Construction 1 33.3
Manufacturing 1 12.5
Retall trade 1 12.5
"Tholesale trade
Transportation 1l 20.0
Public utilities 1 33.3
Commmication 1 33.3 1 33.3
Pinance, insur~
ance, and
related gser~
vioces 3 27.3
Prof'essiomal
and related
aservices
Government
agencies
Total 7 2 1
Per cent
of units
surveyed 22.2 6 3
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TABLE 2--~Continued

Qwn Person- 3chocl Persomal Friends, Cther
nel ¢cffice Contacts | Acquaint. | Bmployees | Sources
Units Usling|Units Using Units Using|Units Using Units Using
This Source This Sourcel This Source|This Source|This Source
Per Per Pey Per Per
Number|Cent | Number| Cent| Number| Cent |¥umber| Cent| Number|Cent
33.3 1 |33.3
3 |37.5 12.5 12.5 2 |25.0
2 |25.0 2 |2s5,0 3 |37.5
1 |50.0 1 50,0
1 |20.0 1 |20.0 2 |Lho.o
2 |66.6
1 [|33.3
1 9.0 3 |27.3 2 |18.2 2 |18.2
2 |25.0| 2 |[25.0| L (50.0
1 [25.0 1 25,0 2 50.0
10 8 10 15 2
2!{..5 30 :.3 145‘5 6.0
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offices for securing job applicants. Other types of units
were found to rely on friends, acquaintances, and er-
ployees to fumish pmap&ctiva employees.

The public utilities unit rated its own persormel
office as 06,6 per cent of its sources of prospective
employees, On the other hand, use of thias source was not
indicated by retall trade, professiomel firms, or govern-
ment agencies. It was found that retail trade, profes~
sional fimms, and govormment agencies secure many applicants
through friends, acquaintances, and employees, Public

utilities indicated no use of this source.

Method of Selection
The long-used and still most popular method of hiring
end placing is the personal interview. Table 3 ahows that
57.6 per cent of the fimms surveyed meke use of this
method,

The interview 13 one of the most commonly used
methods of seeking to derive information from job
applicants. It is a face~to-~face, question-and-
answer, and personal appraisal method of evaluating
the applicant, Ususlly, it is more than a means of
getting information-~it involves giving information
that will help the &pplicant make up his mind about
the company. Hence, there is ususlly an element of
counseling in interviewing and the latter term is
cmo%ly used to cover getting and giving informa-
tion.

In nineteen of the thirty-three units surveyed, em-

ployees are placed on a trial basis., Thess employers seem

ZMichaal A. Jucius, Personnel Manapgement, p. 175.
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to be of the opinion that trial employment is a more re-
liable indicator of ablility than a favorable application,
school evaluatlion, or saune form of teab,

It was found, however, that four firms were making
use of tests in placement of employees. The largest ine
dustrial firm in the area gives each new omployee a
battery of tests. These tests include the Illinols Per~
sonnel Test, the Minnesota Clerical Test, and intelligence
tests and spelling tests for stenographers and typists.

Table 3 indicates that 90.9 per cent of the employers
surveyed make no effort to contact schools for a rabting
of the prospective employee. This is a much higher per-
centage than was found in a2 survey of near~-by Amrﬁlm?’
Thls may be explained by the fact that workers of all
types are scarce in the area. It i1s also true that many
of the prospective employeses in the area are new residents;
therefore, checking distant school records would necessi-
tate some delay In employment.

Three large employment units expressed the deslire to
receive ald from the schools, both in evalustions of

prospective employees and as & source of job applicantsa,

BJcﬁm Fe Balderaon, "Survey of Employment Criteria
and Recommended Adult Comercial Education Program at
Amarillo College, Amarillo, Texas," Unpublished Master's
thesis, School of Busineas Administration, Worth Texas
State College, 1950, p. 12.
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These unilts stated that 1f a placement service were sstab-
l1ished at the college, they would make use of it, No formal
training programs for employees are being uvaed by the thirty-
three amplngmﬁhb units surveyed in the Rorger area.

Important Fersonal Traits of the Employee
ttood personal gualities make the successful man-~~the
sought-alter employee.

Re 5, Wilson, vice-president in charge of sales,
the Goodyear Tire and Rubber Company, asked 500 ex~
perienced purchasing agents of Important corporations
this simple question: "Think specifically of the best
salesman represeniting any company who calls on you and
toll us briefly why you consider him the best.®

over 50 per cent of the reasons given--as to why
the best galesman was best-~dealt wlth the man himselfl,
Not entertaimment, not knowledge of the product sold,
not even service to the custamers he sold, Just the
man himgell{, These purchasing agents used, over and
over, such descriptive terms as "honest,” "dependable,"
"considerate,” "sincere,"” "friendly," "loves his job,"
"imﬁelligaat."h
The information gathered regarding social traits was
obtained by questioning employers about behavior, grooming,
appropriate wearing apparsl, etiquette, and poise of their
present employees. As may be seen in Table 4, of the thirty-
three firms questloned, twenty~seven rated thelr present
employees as "good" on the behavior item, five firms rated

thelr employees as falr, and one firm said, "does not apply.”

bprederic a. R L
o Russell and Frank H. Beach, Textbook of
§§1$ mmmhip, Pe 91 - ’ L‘—-————— we—
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TABLE 4

SOCIAL TRAITS CF PRESENT MMPLOYEES AS EVALUATED
BY BORGER BN PLOYMERT UNITS

e T S e

Humber c¢f Unit Ivaluatiocns
Scelal Traits
Does Hot
Good .| Failr Poor Apply

Behavior 27 5 1
Grooning a7 L 1 1
Appropriate wearing )

apparel a7 5 1
Ebiquette 23 6
roise 23 5 5

Twont y-zseven of the thirty-three fims rated thelr em-
ployces “good" on both grooming and appropriate wearing
apparel, two closely related qualities for good appearance,

3ome employers complained that women omployees of bten
wear clothing which is "too attractive” rather than neat and
tallored., Other employers sald that men employees, whose
work requires them to be well dressed, wear zport shirts at
times.

Etiquette and poise were also given & good rating.
Twenty-three units reported thelr employees as "good" so
{ar as these quallties are concerned. Those units stating

"does not apply" on social traits sald they do not value

employees on these bases,
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It may be concluded from the data obtained that the
majority of the employers surveyed in the Borger area are
pleased with the sccial traits of their employees.

According to Table 5, over 50 per cent of the employers
surveyed in the Borger area rated their employees "good"
on the following: ability teo follow instructions, abllity
to work with others, ability to do supervised work, attitude
toward work in quantity and quality, attendance and punce
tuality, adherence to regulations of the company, and wlll-
ingness to start in junlor poslitions.

It should be noted that several traits were ranked be-
low "good" by a majority of the employers. These included
ability to do non-supervised work, abllity to express them-
selves in words, ability to express themselves in writing,
abllity to spell, and the abllity to perform necessary
mathematical computations. Although employers were not
asked about handwriting, some mentioned poor handwriting
along with poor spelling and lack of ability to perform
simple nmathematical computations.

Employers blamed both aschools and parents for unsatis-
factory work tralts of employees. It seemed, however, that
most employers felt that the great number of jobs available,

the scarcity of prospective employees, and unionization are

the real reasons for poor work,
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TABLE 5

WORK TRAITS OF PRESERT BMPLOYEES AS EVALUAYTED
BY BORGER EMPLOYMENT UNITS

Does Not
Work Tralts Good Fair Poor Apply
—tBo. Units|No, Unita|No. Units| No., Units

Ability to follmw

ins tructiona 21 8 2 2
Ability to work

with others 25 3 1 L
Ability to do

supervised work 25 L Ly
Abllity to do non-

supervised work 12 1L 2 4
Ablility to express

themselves in

words 13 1 6
Abllity to express

themaelves in

writing 9 1z 2 10
Attitude toward ‘

work in quantity

and quality 19 12 1 1
Attendance and

punctuality 25 5 3
Adherence to the

regulations of

the company 27 2 1 3
willingness to

gtart in a junior

position 21 1l 1 10
Abllity to spell

correctly 9 17 5 2
Ability to perform

mathematical com-

putations 15 13 L 1
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Plrms stating "does not apply" in answer to queations
regarding some work traits did not have work whiech would
indicate an anawer,

The results of the survey indicate that there is room
for improvement on work habits and skills, Frank Phillips
College should recognize these needs and attempt to bring
about improvement of its commercisl students along these
lines.

Instruction should, in every way possible, attempt to
improve student attitudes toward work.

The importance of onets attitude toward work can

hardly be overestimated., If we believe that work is a

curse transmitted to us because of the disobedlience

of iAdam, we are liirely to spend a large part of our
days in wretchedneas., If, however, we as suggested by

Jesus in the statement, "My Father worketh, and I

work,™ we have a conception of work and of l1life that

wlll bring joy instead of vexation of spirit, In the

one case we shall look upon work as a curse or a

penalty to_be pald, in the other, 2as 8 Joy and a
privilagaﬁ

Scharles L. Robbins, The ¥ill o Wark, p. 2.
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CHAPTER III
EVALUATION OF MANAGERIAL PERSONHNEL

The purpose of this chapter i1s to show data obtained
from Borger employing units pertalining to the education,
experience, ability, and other requirements for the employ~
ment of managerial persommel., Although it 1s unlikely that
a large management training program could be undertaken by
the Jjunior college, the application of tocl courses should
be stressed., If found desirable, basic courses in manage-

ment might be added to the business curriculum.

Requirements of Employment
Bducational requirements,--Table 6 shows that educa-

tional requlirements are high for employees who £ill managerial
positions in employment units of the Borger area, It was
found that twenty-three, or 69,7 per cent of the units sur-
veyed, require that management personnel have two or more
Yyears of college education. Three employment units were
found to be of such a nature that persomnel must have had
speclalized graduate study to fill management positions.

A large group of fifteen employing units, 45.l per cent
of the total, requires that their fifty-rive management

persomel be senior college graduates., . This group repreaents

2l
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TABLE 6

LEVELS OF EDUCATION REQUIRED FOR MANAGERIAL BN PLOYMENRT
BY BORGER EMPLOYMENT UNITS

Type of
Employment
Unlt

High

School Y

General
Educatlion

Ro.
Units

Ho, Em=~
ployvees

Ko.
Units

High School,
Business
Training

Business
College

No. Eme-
ployees

Ho.
Units

No., Eme
ployees

Conatruction
Manufacturing
Retail trade
tholesale trade
Transportation

Public
utilities

Communication

ﬁnﬁnc Oy in-
surance, and
related ser-
vices

Professional
and related
services

Govermment
agencies

Total

Percentage
of total

1

2

24.2

10.0

6.1

3.7
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TABLE 6-~Continusd

Senior College| Specimlized
Junlor or Graduate Total
College University Study
No. | Bo. Bm~| No. |No. Bm- | No. [KRo. Em=| HNo. | ¥o. Ene
Units| ployees| Units| ployees |Units ployees| Units| ployees
1 2 2 L
34 3 34
1 L L
2 2
3 3
2 2
2 2 3
4 8 2 7 6 15
2 2 3 L 5 6
4 7 b 7
5 10 15 55 3 L 33 80
15.2 12.5 | L45.4 63.8 9.1 5.0 |100.0 100.0
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68.8 per cent of the management personnel surveyed. This
group was made up, for the most part, of finance, insurance,
coomunication, pwlic utilities, and manufacturing managers.

Same construction, finance, and insurance companies
regquire junior aelleg;e education for management. This group
consisted of five units, or 15.2 per cent of the total, and
employed ten, or 12.5 per cent, of the employees surveyed,

Eight units, employing eight management personnel, were
found to require only general high school education for
these people. Two other umits, employing three management
personnel, were found to require high school graduates with
business training for management positions.

Experience requirements.--Experience requirements were
found to be rigld for management persomnel in all employment
wnits surveyed in the Borger area. Table 7 shows that nine-
teen, or 57.6 per cent s of the thirty~three units surveyed,
require thelr management personnsl to have more than five
vyears of experience in their respective type of business.

It may be interesting to note that this group of units
employs 75 per cent of the management peraonnel covered by
thls Borger survey.

It was found that five years of experience are required
for management personnel by six, or 18.2 per cent, of the
units which employ ten, or 12.5 per cent of the management
personnel polled. Four units, or 12,1 per cent of the total
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TABLE 7

EXPERIENCE REQUIRED FOR MANAGERIAL EMPLOYMERNT BY

BORGER EMPLOYNENT URITS

Type of Employment
Unit

None

one

Year

Units

Ho.

¥o. Eme-
ployees

Ho.
Units

No. Eme
ployees

Construction
Manufacturing
Retall trede
wholesale trade
Transportation
Public utilities
Communlication
Flnance, insurance,
and related

services

Profeasional and
related services

Government agencles

Total

Percentage of
total

2




29

TABLE T-~Continued

Hore Than
Two Years Flve Years Five Years Total
Ho. |Ho., Bm~| Ho. |[Ho. Em=| KO« |[NO. Em~| NO. Ho. Do
Inits ployees | Units ployees  Units nloyees| Units | ployees
1 2 2 L
3 34 3 3L
b b 4 L
1 1 1 1 2 2
2 2 3 3
1 2 1 2
1 1 2 2 3 3
2 2 L 13 6 15
-3 5 6
2 2 1 L L 7
L L 6 10 19 60 33 80
12.1 5.0 18.2| 12,5 | §7.6 | 75.0 |100.0 100.0




group, require two years of experience in their respective
fields for the employment of management persomnel, The re-:
maining four wnits were of such nature that experlence ls
not required for management persomnel.

It was found that twenty-ons units prefer management
persamel who have had previous experience in directing and
supervising others., Five of the twenty~one units atated
that they also desire college tra;ging‘in scientific manago-
ment as well as experience,

Ability requirements.--It is apparent that most em-

ployers do deaire experienced and well-educated employees
for managerial work. They are desirous of improving the
efficiency of thelr business through improved mansgement,

Management personnel of offices need more than educa-
tion and experience--they must have that intangible ability
called 1aaéarship¢l Managers themselves believe the follow-
ing qualities are essential to one who wighes to be suce

gessful in managerial work:

L]

Excellent knowledge of humen nature.
Organizing abllity

Tact

Strong personality

Sense of Jjustice

Experience in the work

Tolerance

Sclentiflic mind

-

.

L]

Cowd AT P
.« & &

#

1Jchn He MacDonald, Office Management, p. 15.
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9. Capacity for work

10. Initiative and aggressivencss

1l. Accounting training

2. Executive ability

1\;. Leadership ablility

I’l:é, Self -control

« Ability to inspire confidence

16, Abllity to think constructively

15. Honesty

18. Command of detalls

19. Open-mindedness

20. Concentration

21l. Intelljigence

gther requirements,~-In add tion to the qualities pre~
viously named, the maneger must have interest. He must be
interested in his company, in his particular job for that
company, and in the employees under his supervision. All
the ability a manager may have 1s not effectlve unleas he
i3 really interested in using this ability unselfishly.
Manz gement should be interested in community affairs.

Too fow men of ablility, such as management must have, realize
how much good will, good business, and recognition they can
create [or thelr company and themselves by taking an asctive

part in civic improvement,

‘ Reconmended Course of Study
Employment units were asked to stave some academic
courses in which their management persannel should acquire

additional training. In many Instances the interviewer had

2Jc&m H. MacDonald, Office Management, p. 16, quoting
Matthew Kesny and Phillip A, Lamb, The Status of the Office

Hanager, p. 07.
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to put before the interviewse a list of courses to get an
answer to this question., Some of the courses were "news"
to the employers since the management curriculum is rela-
tively new, The employers suggested many of the "staple"
courses and whole~heartedly recomended all management
courses that their management personnel or future management
personnel might have an opportunity to study.

Specifically recommended, as shown by Table 3, was a
course ln persormel management or employee supervision,
The twenty-four employers suggesting this course apparently
recognize the need for improvement in persomel records and
techniques; in ellled flelds such as sosliology, mental
hyglene, payehlatry, and psychology; and in labor economiecs.
Persomnel menagement study enables one to start operation .
of a aspeclalized dopartment which will contribute to the
solution of labor problems.3

Accounting was emphasized by eight employers as being a
subject in which management should be well trained. It is
necessary in maneging any business to have an objective.
Through imowledge of accounting an objective, the budget,
can be set up. Accounting enables management to interpret

the results of operations and to establish the financial
status of the business.

3Eidhaai H. Jueius, Pergsonnel Management, p. 5,
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TARLE 8

COURSE RECOMMENDATIONS POR MANAGEMENT PERSONNEL
HADE BY BORGER EMPLOYMENT UKITS

Type of Course Humber of Units
Recommending Course

Personnel Management . . « . « o « » 24

Business Orpanization . . « . . « 6
ﬁccﬁmmng * - - - L] * L] - L3 - » - - 'a
TAXALELON +« « « + v ¢ 5 o & v s = . . L

Business Letter Writing . . . . . . 18
Buginess Speechh « + & &+ ¢« s « 4 + 10

Business letter writing was recommended by eighteen
employers. Top management feels that the abllity to dictate
a good business letter quickly could save much valuable
time,

The ability to deliver an effective speech 13 & neces-
sity for one in & managerial position., One who can deliver
an effective speech can convey ideas in conference meetings,
can galn the confidence and respect of employees, and can
galn much good will for his company by apeaking before eivie
and professional groups., These were the belliefs of the
employers surveyed.

The zrowing problem of taxation led seversal employers
to suggest the study of taxation for prospective managerial
personnel. Others recammended a general course in business

organization and msnagement.
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The following course of study is recommended for astudents

of Frank Phillips College who wish to prepare for a future in

management and alaso to meet the requirements for graduation

with the Associate of Arts degree.

1.

10,
1.

13.

Business Mathematics, 3 semester hours

- Aecounting, 0 semester hours

English, 12 semester hours

Mathematics, 6 semester hours

Government, O semester hours

Econemies, 5 semester hours

Business and Professional Speeking, 3 semester hours
Business Organization and Managemenit, 3 semester hours
Business Law, 3 semeater hours

Saelesmanship, 3 semester hours

Introduction to Business, 3 semester hours
Typewriting, 6 semester hours

Physical education, 2 semester hours



CHAPTER IV
EVALUATICH OF ACCOUNTING PERSORNEL

This chapter presents data obtained from Borger esploy-
ment unlits In regard to hiring requirements for accounting
persomel. It should be bome in mind that the term "ac-
counting personnsl,” as used here, includes both bookkeepera
and accountants. No attempt has been made here to separate
the two because 1t ls difficult to find "pure” bookkeepers

and "pure™ accountants employed in business offices.

Requirements for Employment

Educational requirements.--RBducational requirements for

accounting personnel in the Borger ares may be found in
Table 9. Of the twenty firms surveyed which employ account-
ing personnel, eight, or L0 per cent of the total, require
only a high school general education for placement. These
eight units employ seventeen, or 25.5 per cent of the total
number of accounting employees conasidered in this survey,

A smaller group of units, employing a 8lizhtly greater
number of peraonnel, require accounting personnel to have s
high school education with business training for employment.
This group of four, or 20 per cent of the units, employs

nineteen, or 28,3 per cent of the personnel.

35
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TABLE 9

LEVELS OF EDUCATION REQUIRED FOR ACCOUNTING EMPLOYMENT
BY BORGER HMPLOYMENT URITS

High 8chool,| High 3chool,

Type of General Business Business
Emplgﬁmt Education Training College
U

No. |No. Em=-| No. |No. Zm-| No. No. Em-
Units| ployees| Units| ployees| Units ployees

Construction 1 2
Manufacturing 1l 12
Retall trade
wholesale trade 1 2
Trans portation
Public utilities
Communication 1 1
Finance, insur-
loved servicss | 2 5 |2 6 |1 1

Professional and
releted sepr-

vices 1 1l
Government
agencles
Total 8 17 4 19 1 1
Percentage

of total ho.o 25.4 | 20.0 28.3 | 5.0 1.5
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TABLE 9--Continued

Senior College| S8pecialized
Junior or Graduate
College University Study Total
No., |No. Bme| Ko, |No. Em~| No. (Ko, Em-| No. |No. Eme-
Units ployees| Units ployees| Units ployees| Units| ployses
1 2
1 2l 2 36
1 1 L 8
1 2
1 1 2 1
1 1
5 12
2 2 1 1 L b
1l 1l 1 1
3 3 L 27 20 67
15.0 L.5 | 20.0 L40.3 100.0 | 100.0
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tne unit, which employs one accountant, requires busi«
ness college training for placement in that position. Three
employment units, or 15 per cent of the total polled, require
& Junior college education for their accounting personnel,
These three units employ three, or .5 per cent, of the
accounting employees conasidersd in this survey.

Four units, requiring accounting personnel who are
senior college graduates, were found to be the employers of
the largest group of accountants., They were found to em-
ploy twenty-seven accounting personnel, or 10,3 per cent of
the total number surveyed.

Experience requirements.--Experience requirements for

accounting persomnel were found to be more lenient than the
training requirements. According to Table 10, only one
employment unit, employing only one accounting employee, was
found to require more than two years of accounting experi-
ence for the employment of persommel. This unit was the
public utility flrm whose accounting system 1s very complex.
The system requires persomnel with more than five yeara of
accounting experience.

Eleven of the units surveyed, which employ 85.1 per
cent of the total accounting employees, require no account-
ing experience for placement. Four units, employing five
accounting personnel, were found to require one year of ex-
perience for placement, Another group of four units, which

employ four personnel, require two Years' experience,
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TABLE 10

EXPERIENCE REGUIRED FOR ACCCUNTING EMPLOYMENT
BY BORGER EMPLOYMENT URITS

Type of Xone One Year
Employment '
Unit Ko« Noe Em~| No. Ko, Em~
Units| ployees| Units| ployees
Construction 1 2
Manufacturing 2 36
Retzll trade 3 T 1 1
Wholesale trade 2
Transportatlion
Public utilities
Coammunication
Finance, insurance, and
related services 2 9 1 1
Professional and re-
lated services 2 2 1 1
Government agencies 1 1
Total 11 57 L 5
Percentage of total 55.0 85,1 | 20.0 T.5




TARLE 10-~Continued

Hore Than
Two Years Flve Years Five Yoars Total
No. |No. Em~ Noe. |No. Emw No. |Ho. Em~ Ho, |No. Em=
Units| ployees | Units|ployees| Units|ployees| Units| ployees
1 2
2 36
L 8
1 2
1 1 1 1
1 1 1 1
2 2 5 12
1 1 4
1 1
L 1 1 20 67
.0 5.9 5.0 1.5 |100.0 | 100.0




Most units which specified their educational require-
ment to be the completion of junior or senior college,
apecilied no experience requirementa, Those units which
require high school training for sccounting persomnel
generally require one or two years of accounting experience.

It 18 evident that employers will accept personnel
with elther acoounting training or experience. They are
interested in the quantity and the gality of woark the per-
somel can do~-not where or how they learned to do it.

Some of the units which indicated that experience is
not necessary for accounting work in their units stated
that they preferred to hire people who have had no experie
ence but who know basic principles. Training thease people
to fit into their asituation is made easler because 1t is
not necessary to "untrain® them from thelr previous jobs.

Ability requirements.-~Table 11 shows the ability

requirements of accounting personnel in the Borger area

at the time they are hired., It is revealed by the table
that only four, or 17.4 per cent, of the employers desire
personnel with extensive knowledge of accountinzg. Nine of
the employment units, or 39.l1 per cent, stated that an
understanding of acecounting principles is required for
employment. Ten, or 43.5 per cent, stated that only ap-
titude which indlcates ability to learn their system is

needsd,
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TARLE 11

ACCOUNTING ABILITY REQUIRED FOR EMFLOYMENT
BY BORGER EMPLOYMERT UNITS

Number of Units Percentage
Degree of Ability Requiring This Ability | of Total
Bxtenslve knowledge of
accounting L 17.4

Understanding of ac-
counting principles 9 29.1

Aptitude which indicates
ablility to learn the
system of accounting
used 10 43.5

Other requirements,.--An aspirant to success in the
field of accounting must be intelligent, possess a mind
which ls capable of analyzing many problems, have a vivid
imagination, snd feel at home in a fleld where facts are
almost wholly expressed In figures.

Good health is necessary for the bookkesper or ac-
countant. There are times when demands on the physical sys~
tem are very trying and difficulties and problems arise which
require long hours of strenuous work. Good eyesight i=
equally as important as good health.l

Several yaa.ﬁ*a age the American Inastitute of Accountants
gave these qualificatlons for the person who wishes to make

accounting his career:

]’Thms Wo Byrnes and K., Lanneau Baker, Do You Want to
Become an Accountant?, pp. 26-27. '
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1. An eppreciation of the necessity for con-
sclentious, painstaking, and sccurate labor, even when
working without direct supervision.

2+ Hatural aptitude for analysis and synthesis.

3. Ability to agsenble and base ideas on unrelated
facts; to Interpret thelr significance and express
conclusions in correct and ascurate langusge.

« A senge of perspective which will not be dis~
torted by proximity of minor deteila.

5. Great respect for mathematical accuracy.

6. Polse, tact and breadth of view which will
meake contact with men of affairs sgreeable; & pleas~
ing personality; and a bearing which will induce
respect.

7+ Ability to absorb confidential Information
without divulging it in any manner to others.

Any person hoping to attain real success in the acecount-
ing profession must display the same attitude toward ac-
countancy that the physicisn, the lawyer, or the engineer
displays toward his profession~-a willingness to continue
with his 1ife work, even at the cost of monetary sacrifice,
especially during the early part of his career, and to ex-
pend a great amount of time and effort in acquiring the
proficiency that can come only éa a result of experiencs

in actual pr&atiae.B

Recommended Course of 3tudy
Employment units of the Borger éraa, enmploying accounte
ing personnel, were asked to suggest academic courses which

would be helpful to their present employees in the work they

5 ;
Ibido; Pe 27' BIbidgg PP 27“26‘.
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are doing, Ten units expressed the opinlon that a more
thorough knowledge of acecunting principles would be help~
ful., Anyons who performs an acecounting function can do a
better job if he has sufficlent knowledge of the accounting
cycele to know how the function he performs fits into the
cyecle,.

Four employing units stated that their employees need
more knowledge of business mathematics. Pinanelal concerns
found that their employees could not figure simple or com-
pound interest with accurasy. A manufacturer menti oned
depreciation as being a problem to his aceount ing personnel.
This indicates that it might be advisable to make a course
in business mathematics a prersquisite for the course in ac~
counting principles offered by the college.

Pwo employers stated that thelr accounting employees
did not have & resl understanding of payroll deductions,

4 student who has conpleted a pgood courase in accounting
principles or business mathematics should have & complete
understanding of payroll problems.

Employers stated that some accounting employses camnot
use adding machines and calculators wlth spesd and accurecy;
therefore, much valuable time is lost. This would not be

the ease 1f these people had or could have some training in
office machine operation,.
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Retailers cited the nesd for training in credit pro-
coedures, Although the junior college in the area does not
have such & course in its curriculum, much infomation con-

cerning this problem 1s included in the accounting prineciples

course offered,

Table 12 shows the course recommendations for accounte

ing persomnel which were made by the Borger employment

units,

TABLE 12

COURSE RECOMMENDATIONS FCR ACCOUNTING PERSONNEL

MADE BY BORGER EMPLOYMENT UWITS

Type of Course
Accounting Principles .

*
.

-

Advanced Accounting . . « .+ &
Cost Acoounting . ¢« « « « + o
Business Mathemsties . . . .
Payroll Accounting . . . . .
Income TAXSS « o o« « + + o &
Business Machines . . . . . »
Credit Procedures . . . .« » «
Posting Machines . . . . . .

With the present curriculum, and taking into considera-
tion the results of thils survey, the fellowing course of
study is recammended for students of Frank Phillips College

*

-

»

-

-

L

*

-

Humber of Units
Recommending Course

10

HOE N W N o M



vho wish to graduate from that institution and to secure

accounting or bookkeeping employment in the area:

1.

10,

hours

11.

13.

Accounting Princlples, U semester hours
Buslness Mathematics, 3 semester hours
Introduction to Business, 3 semester hours
Prinelples of Heconomics, & semester hours
DBusiness Law, 3 semester hours

Bnglish, 12 semester hours

Government, 6 semester hours

Mathematics, 5 somester hours

Typewriting, 6 semester hours

Business Organization and Management, 3 gemeater

Business Speech, 3 semester hours
Electives, 3 semester hours

Fhysical education, 2 semester hours



CHAPTER V

EVALUATION OF SECRETARIAL ARD
STENOGRAPHIC PERSCNREL

It is the purpose of thls chapter to show data cbtained
from Borger employers in regard to education, experlence,
and skill required for placement of secretarisl and steno~
graphic perscnnel, Other requirements of secretarial and
stenographic perscnnel will be reviewed and the course of
study recommended by Borger employers will be presented,
Finally, taking these recommendations into comsideration,

a course of study for secretarial and stenographic students

at Frank Phillips College will be outlined.

Requirements for Employment
Educatlional requirements.~-~Table 13 shows that the

largest group of employers surveyed, nine, or 37.5 per cent,
prefer secretaries and stenographers with two years of
college training. This group has in its employ only twelve,
or 11.l; per cent, of the secretaries end stenographers
covered by the survey. A asmaller group of employers, eight,

or 33.3 per cent, employs elghty-one, or 77.2 per cent, of

L7
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TARLE 13

LEVELS OF EDUCATION REQUIRED POR JECHETARIAL AND STENOGRAPHIC
EMPLOYMENT BY BORGER EMPLOYMENT UNITS

High 3chool,

High 8c¢hool,
Type of General Business Buainess
Bnployment Education Training Gul%gg@
Unit
No. [No. En~ No. |No, Em=| No. |Ho. Em=
Units| ployees| Units) ployees Units |[ployees
Construction
Manufacturing 68
Retall trade 1 1 3
Wholesale trade
Transportation 1 1l 1 5
Publie utilities 1l
Coammumication 1 2 1l 1
Finance, insur-
ance, and re-
lated services 2 L 1 2 1 3
Professional
and related
services 1 2
Government
agencies
Total 5 8 8 81 2 L
Percentage
of total 20.8 7.6] 33.3 77.2 8.4 3.8
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TABLE 13-~Continued

S p—

8peclalized

Senlor College
Junior or Graduate
College __University Study Total
No. |Ho. Ba=- Ho. [(HO. Emw Ho. | Ho. Em~ No. Ho. Ene
Units|ployees | Units ployees | Units ployees | Units | ployees
68
1 1 3 5
2 6
1
1 1 3 L
1 2 | 5 11
3 4 4 6
3 L 3 L
9 12 2 105
37.5]  11.4 100.0 | 100.0




the employees covered by the survey and requires that the
employees have only high school business training for employ~
ment.

The results of the survey indicate that although some
employers desire and have in their employ secretaries and
stenographers with college training, the employers who hire
great numbera of secretarial and stenographic personnsl re-
quire only high school training for employment. Employers
who hire high school graduates for this work stated that in
meny cases the employees do not do satisfactory work for
some time, but that the better trained employees are not
avalilable in the nuber required,

Other results of the survey show that five, or 20.8
per cent, of the employers require a high school general
sducation for their employees in this category, Two, or
8., per cent, require business college training for place~
ment .

Those flirms demanding the highest standards of educa-
tlon were variocus types of professional units and government
agencies, Lowest standards were found in fimms demanding
only limited typewriting such as retsil stores and trans-
portation companies. No employer contacted specifled senior
college or university graduates for secretarial work,

Experience requirements.~-Because of the fact that there

is an extreme shortage of secretarial and stenographic




51

perscnnel in the Borger area, it was found, as might be
expected, that experience rsqu:lrﬁmnka for such personnsl
are low. As shown by Table 1ll;, seventeen, or 70.8 per
cent, of the employers of secretaries and stenographers
surveysd stated that they require no prior experience for
thelr persommel. These seventeen employers employ elghty-
nine, or 84.8 per cent, of the secretarial and stenographic
personnel considered in this survey, |

Seven employers interviewed did state that they hire
only experienced secretaries and stenographers. As may
be seen by Table 1, five, or 20.8 per cent, of the em=-
ployers who hire eleven, or 10.5 per cent, of the person-~
nel of this typs require one year of experience for placement,
Two employers, or 8.4 per cent of the total number surveyed,
employing five, or .7 per cent of the total, faquirﬁ two
yéarﬁ of experience for employment,

The five firms requiring one year of experience for
the employment of secretaries and stenographers included
one transportation fimm, the public utilities company, one
prgfasaianal firm, and two govermment agencies,

Two years of experience were found to be required by

two insurance and financial concems.
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TABLE 1l

EXPERIENCE REQUIRED FOR SECRETARIAL AND STEHNOGRAPHIC
EMPLOYHENT BY BORGER EMPLOYMENT UNITS

Type of N one One Ysapy
Employment
Unit Hoa. Ko« En~ Ho,. Ho. Eme
Units | ployses Units| ployees
Construction
Hanufacturing 68
Retall trade 5
Wholesale trade
Transportation 1 1 1 5
Public utilities 1 1l
Cammunication 3 L
Finance, ilnsurance,
and related
services 3 6
Professional and re-
lated services 2
Government agencles 1
Total 17 89 5 11
Percent of total 70.3 8.8 20.8 10.5
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TABLE 1lli~-Continued

More Than
Two Years Pive Years Five Years Total

Ko. {Ho. Em~ Ho. | No. Emw~ Hoe. |HO. B~ Ho. |No. Em~
Units| ployees | Units| ployees | Units|ployees | Units|ployees

3 68
5
2 6
1
3
2 5 5 11
6
3 L
2 5 2, 105

8.4 hat 100,0 | 100.0




Ability requirements,~-The Merit System Council of

Texas, which tests prospective stenographic persomnel for
employment by the state, requires junior stenographers to
be able to type forty words per minute, tske dictation at
eighty words per minute, and transeribe notes accurately.
Business teachers, realizing that the standards of largze
businessges throughout the country are higher, attempt to
train stenographers to type straight copy at sixty words
per minute, take dictation at one hundred words per minute,
and transcribe at forty words per minute.

Borger employers of secretaries and stenographers were
questioned regarding thelr speed standards for typewriting,
It was found that many employers have no concept of the
typing apeed of a good, fair, or poor stenographer, As
shown in Table 15, of the employers who have in their em~
ploy stenographic personnel, ten, or 41.7 per cent, have
no typewriting speed standards. Four, or 16,7 per cent,
require a typewriting speed of forty words per minute,
five, or 20.8 per cent, require fifty words per mimute,
and five, or 20.3 per cent require gixty wards per mimute,

Thirteen of the units surveyed use shorthand dicta-
tion in their correspondence work, Pive, or 28.4 per cent,
of the units have no dictatlion speed standard. Three, or
23.1 per cent, require their stenographic persomel to ba
able to take dictation at eighty words per minute, three
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PABLE 15

TYPING SPEED STANDARDS REQUIRED POR 3ECRETARIES AND
STENOGRAFHERS BY ZORGER EMPLCOYMENT

UHITS
Standards
Type of Total
Employment None Lo wpy 50 WM | 60 wri [Units
Unit
Hunber of|Humber of| Number of | Number of]
Employers| Employers| Employers| Employers|
Construction
Menufacturing 1 1 1
Retalil trade 1 1l 1 3
"holesale
trade
PTrensportation 1 1
Public
utilities 1 b
Communication 1 2 3
Finance, in-
surance, and
related aer~
vices 1 1 2 1 5
Professional
and related
services 3 1 L
Government
agencles 3
Total 10 L 5 S 2l
Percentage
of total 1.7 16,7 20.8 20.8 [100.0
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other units requlre ninety wordas per minute, and two units

require that thelr personnel be able to take dletation at

100 words per minute.

Table 16 reveals the dictation speed

standards required for secretaries and stenographers by the

Borger employment units.

TABLE

16

DICTATICN SPEED REQUIRED FOR SECRETARIES AND STENOGRAPHERS
BY BORGER EMPLOYMERT UNITS

Type of
Bnployment
Unld

Standards
2

Hone

80 wru

90 WPM

100 WrM

No. BEme-
ployers

Ho. BEme=
ployers

¥o. Bn=-
ployers

Ho. Emw
ployers

Total
Unlts

Construction
Yenufacturing
Retall trade
Tholesals trade
Transportation
Fublic utilities
Camunication
Finance; insurance,
and related
services
Professional end
related services
government agencles

Total

Percentage of
total

1
2

1

1

HEHEOONWO

Qe

i

13

38.4

23.1

23.1

15.4

100.0

Employers who require no speed standards for dictation

were found to require no standards for transcription.

It



was found, however, that elight of the thirteen employers

who make use of shorthand in their offices have some definite
transcription standards., Two, or 15.l4 per ceut, require at
least thirty words of transcription per minute; five, or
38,5 per cent, require forty words per minute; and one, or
7.7 pexr cent, require fifty words per minute. Table 17
indicates the transcription speed required for secretaries

and stenographers by the Borger employment units.

TABLE 17

TRANSCRIPTION SPEED REQUIRED POR SECRETARIES AND
STENCGRAPIERS BY BORGER EMPLOYMENT UNITS

e ot e o A A8t et RS AN
3tandards
Type of Total
Emplgggnnt None 30 weM| LO wrM| 50 wWPH Units
Unit
KO' m*"" Ket ‘}E‘kﬂ* KOQ Em"" Nﬂ‘ Em*"
ployers| ployers ployers ployers
Construction 0
Hamufacturing 1 1 1 3
Retall trade 2 2
Wholesale trade 0
Transportation 0
Public utilities 1
Comunication 1l
Finance, insurance,
and related
gervices 2 1 3
Professional and
related services 2 1l 3
Govermment sagencies Qo
Taotal 5 2 5 1 13
Percentage of
total a8.L 15.4 38,5 7.71100.0
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Qther requirements.~-In addition to education, experi-

ence, and ability, there are meny peraonal qualifications
which the secretary or stenographer should possess,

¥irst, the stenographer or secretary should have good
health and good posture, should practice cleanliness, and
should be well groomed. These factors affect appearance,
whiah is in turn responsible for making valuable first
impressions. The second important impression 1s usually
made by the voice. Few people realize how important the
volce 1s in business, PFortunately, a pleasant voice can
usually be cultivated,

Also impertant are qualities of the mind, The secre~
tary needs basic intelligence. Basic intelligence is so
fundamental that a generous supply of it can overcome many
other handicaps., To reach decisions the secretary nmust
have judgment; if she has foresight, she can pro ject her
Judgment inteo the future,

Another mental quality needed by secretaries end
stenographers is Initiastive., Initiative simply means doing
"the right thing in the right way without being told. nd
Without initlative, no secretary cen ever hope to resach the
upper levels of the field. Higher executives must have
individuals who can origlnate » Suggest, and initiste.

lﬁmmrd M. Doubt, Secretarlal Science, pp. 92-36.
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Recarmended Course of Study
Borger employers were asked to nsme courses which their

amployees should have taken in scnool in order to perform
their present duties more efflclently. Although most em-~
ployers were of the opinion that their secretaries and
stenographers are reasonably efficient, twelve employers
stated that a greater knowledge of business English and
business letter writing would be desirable. Table 18

glves the course recommendations made by these employment

wita.

TABLE 13
COURBE RECOMMENDATI ONS POR SECRETARIAL
AND STENOGRAPHIC PERSONNEL MADE BY
BORGER BMPLOYMENT URITS

Tyope of Course Humber of Units
Recommending Course

Advanced Typewriting . . . v o & « o . 9
Advanced Shorthand ., +« + + « « 4 4 « . 1
Business Letter Wplting . . .. . . . 12
Business Speech « 4 ¢ » 4 4 4 4 4 . o 1
Spelling « » v v 4 v v v v s 4w . .. 11
FIMng « « ¢ o v v v v 4 5 e e w4 0. 3
Dictation Machines . . . .+ + . + . . .

Business English . . . & . ¢ 4 v « o . 12

The second maat‘fraqaﬁntly‘mentica@d course suggestion

wes apelling. Tleven employers were very emphatic in
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stating, "0ur people can't spell,"™ Nine employers indlcated
that their stenographlc workers need additional training in
advanced typewrlting. It was rav&aléd that employees have
difficulties in typing complicated legal documents and
various other forms., Other courses recormended were ad-
vanced shorthand, filingz, and dictation machines.

The following course of stuldy is recommended for secre~
tarial and stenographic students who wish to recelve the
Assoclate of Arts degree., This progrem 1s based on the
current currlculum and recognizesz, so far as 1is nassible,
results of this survey.

1. Introduction to Business, 3 samester hours

2. Bnglish, 12 semester hours

3« Selence or mathematics, 6 semester hours

L. Typewriting, 9 semeater hours

5. Shorthand, 12 semester hours

6. office practice, 3 semester hours

7. Piling, 3 semesteor hours

8. Bookkeeping, 2 semester hours

P Gavernment; 3 semester hours

10, Sconomics op history, 3 semester hours
11, Business and Professional Speaking, 3 semester hours

12. Physical education, 2 semester hours



CHAPTER VI
EVALUATION OF OFFICE~-SALES PERSONNEL

This chapter will show data obtalned from Borger em-
ployers in regard to the educatlion and experience of thelr
office~sales perasonnel, (Other requirements of office~sales
persomel will be reviewed and academic courses suggested
by Borger employers will be presented. Finally, taking into
consideration these recommendations, a course of study for
students who are interested in an office-sales career and

who plan to attend Frank Phillips College will be outlined.

Requirements for Employment

Educational requirements,--Educational requirements for

office-sales persomnel in the Borger area may be seen in
Table 19. Of the five units surveyed which were found to
employ office-sales personnel, one, or 20 per cent of the
total, requires only high school general education for em-
ployment. This employer employs only one, or 12.5 per cent,
of the office~sales persomnel covered by this survey. Four
units, or 80 per cent of the unita polled, require two years

of college education for employmwent of office-sales person-
nel. These four units employ seven, or 87.5 per cent, of

the employees covered by this SUrvey.

61



Type of
Employment
Unit

High

Ho,
Units

General
Edueation
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TABLE 19
LEVELS OF EDUCATION REQUIRED FOR OFPICE-SALES EMPLOYMENT

School,

¥o. En=-
ployoes

BY BORGER EMPLOYMENT URITS

High 8ghool,
Busineas

_..w&.____..&g@m_._

Ko,
Units

ﬁﬂ. Ene
ployees

Business

Ko,
Units

WO» B
ployees

Construction
Manufacturing
Retail trade
%holesale trade
Transportation

Public
utilities

Communication

Finance, in~
gurance, and
related sor-
vices

Professional
and related
services

Goverment
agencles

Total

Percentage
of' total

1

1

20,0




TASLE 19--Gontinued

Senlor College Specialized
Junior or Graduate
College University Study Total
Ho. |No. Em= HNo. |NHo., Eme No. |No. Em~| No. |No. Em~
Units)|ployees| Units|ployees | Unitas|ployees| Units|ployees
1 1
1 2 1 2
3 5 3 5
L 7 5 8
80.0 87.5 100.0 | 100.0
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It should be noted that rive, or 62.5 per cent, of the
office~sales employees are employed by insurance {ims,
These employees are ofilics workers who sell insurance to
those cllents who apply at the agency offices.

Two, or 25 per cent, of the office-sales workers sur-
veyed are employed by & radio atation. These people sell
radlo advertising time at the station office, solieit cus-
tomers by telephone, and perform routine office taaks.

Another office salesperson was found at a lumber yard.
His duty 13 to estimate lumber needs of customers and to
sugrest and sell materials to fill these needs.

Experience requirements.-~Sales experience requirements

for office-sales personnel in the Borger area wers not found
to be high. Table 20 shows that two, or [}0 per cent, of the
employers who employ three, or 37.5 per cent, of the employees
require no experience for placement of office-sales per-
somel. A larger group of three, or 60 per cent, of the em-
ployers require employees who have had two years of selling
experience., These three employers have in their employ five,
or 62,5 per cent, of the office-sales personnel covered by

this survey.

Abllity requirements.-~The office dutles, other than

selling, of office-sales personnel are not mmerous., Genere
ally, thelr duties are confined to routine office tasks .
Training needs for office-sales perscnnel in skills such asg
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TABLE 20

EXFERIERCE REQUIRED FOR OFFICE-3ALE3 EMPLOYMENT
BY BORGER EMPLOYMENT UNITS

Type of Employment Hone One Year
Unit

Ho. Ho. m" Xo. HOu Bm-
Units | ployees | Units| ployees

Construction 1l 1
Menufacturing
Retall trade
Wholesale trade
Transportation
Public utilities
émunicatim

Flnance, ingurance, and
related services 1l 2

Profegssional and re-
lated services

Government agencles

Total 2 3

Percentage of total L4o.o 37.5
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TABLE 20~-~-Continued

More Than

Two Years Flve Years Five Years Total
No. |No, Em=! No. [No. Em~| No. |No. Dm~| No. |HOo. Em=~
Units|ployees| Units| ployses| Units|ployees| Units|ployees
1 1
1 & 1l ¥4
2 3 3 5
3 5 5 8
60.0 | 62.5 100.0 | 100.0
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those employed by accountants, secretarios and stenographers
are not essential. The need here iz for knowledge of good
selling principles. Office-sales personnel are specialists
in this economy of specialization. Because speciallzation
has increased, production hag inereasod and salesmen of all
kinds have besome an ezsential part of the econamy of this
country. The National Scoclety of Sales Tralning Executlves
says:

Training for gsalesmen is a8 necessary as it is
for any other group of producers, Farmers, barbers,
dentists, engineers, and teachers--all receive training
before they engage in thelr astivitieas, ‘henever a
salesman falls to measure up to his responsibilities
and opportunities, the chances are that he has not
been trained, or that he has been poorly trained.
Training for aa&em&n is an absolute in this age of
specilalization.

A1l employers of office~sales peraonnel polled in this
survey felt that knowledge of basic principles of salesman-
shlp 1s essential for successful office~sales. In fact,
only one employment unit surveyed doeaz not require their
office smles employees to have that knowledpe, through
training or experience, before being employed.

gther requirements.--Good personal tralts are of great

impertance to those office employees whose chief duty 1s
selling. The importance of a sincere smile and a pleasing

volce cannct be over estimated, In addition, the office

lHational Soclety of Sales Training Executives, Hand-
book of Sales Tyaining, p. 1.




salesman should be well groomed, clean, and should wear
clothing which does not distract the client from the sales

presentation.

Recommended Course of Study

Employers of the Borger area who employ offlce-sales
personnel were asked to suggest college work which would be
helpful to their present employees and {uture employeea of
this type. 3ince most of the employers polled who employ
of fice-sales personnel are engaged in the insurance businesa,
business mathematics, a very basle course, was recommended
by these employers. Table 21 reveals the results of the

suggestions made by the employers of the Borger aresa,

TABLE 21

COURSE RECOMMENDATIONS FOR OFFICE~SALES PERSORNEL
MADE BY BORGER EMPLOYMENT UNITS

Number of Unita
Type of Course Recommending Course

Businesas Mathematics . . . « « ¢« « «» . 3
Business English . . . . + ¢« « v « + &
"Business Letter Writing I T e

1
1
BPO6Ch 4 + 4 ¢ 2 4 4 e v e s 2 8 s e . 1
Salesmanship . . « o o 2 o ¢« o ¢ 5+ « 5

3

PBYChOLlOZY o o o o s 2 o o o o » o o @
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8psech and English, two cleosely rslated sub jects, were

each suggested by one employer as belng excellent courses

for study by present or future office-zales personnel,

Five employers recommended the study ol a course in prin-

ciples of salesmenship for present and future employees.

Three employers recammended psychology, & course which ia

somewhat related to principles of saleamanship.

With the present curriculum, and taking into coaldera-

tion the results of this survey, the following course of

study is recommended for students of Frank Phillips College

who wish to graduwate from that institution and to secure

office-sales
1.
2.
3.
L
5.
hours
6.
Te
8.

employment In the area:

English, 12 senester hours
Government, 3 semester hours
Economics, & semester hours

Business Mathanatlcs, 3 semester hours

Business and Professional Speaking, 3 semester

Introduction to Business, 3 semester hours
Typewriting, 6 semester hours

Eathmtica, 6 semester hours

¢f'fice practice, 3 semester hours
Salesmanship, 3 semeater hours

Seles Management, 3 semester Liours

Pasyehology, 3 semester hours
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13, Business Law, 3 semester hours
1l;. Bookkeeping, 3 semester hours

15. Physical education, 3 samester hours



CHAPTER VII

EVALUATION OF PILE CLERKS, GENERAL CLERKS,
AND OTHER CLERKS

This chapter will present data obtained from Borger em-
ployers in regard to education and experience requirements
of file clerks, general clerks, and other clerks. Abllity
requirements and other qualifications of such persomnel will
be discussed and educational recommendationa of Borger em-
ployers will be reviewed. Finally, a course of study
suitable for students will be outlined.

Requirements for Employment

Tducational requirements.-~Bducational requirements for

file clerks, general clerks, and other clerks in the Borger
area are shown in Table 22, 0f the seventeen firms surveyed
which employ clerks of various kinds, eleven, or 64.7 per
cent, require clerks with a high school general education.
These eleven employers employ 155, or 86.6 per cent, of
the 179 employees of thls type covered by the survey.

Pour, or 23.5 per cent, of the employers surveyed re-
quire clerks who have had two years of college training.
These employers have in their employ twenty-one, oy 11.7 per

cent, of the employees covered in this survey.

71
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TABLE 22

LEVELS OF EDUCATION REQUIRED FOR FILE CLERBKS, GENERAL CLERKS,
AND OTHER CILERKS BY BORGER EMPLOYMENT UNITS

High 3chool,| High School,
Type of general Business Business
Emp Ug{mant Bducation Training College
t ’ ‘
No. |¥o. Em~| Ho. |No. Em~| Ho. |Ho. Em~
Units ployees Units ployeea Units| ployees
Construe tion
Manufacturing 2 75
Retail trade 1l 3
Wholeasale trade 1 1l
Transportation 2 9
Public utilitiles 1l 7
Communication
Pinance, insurs
ance and re-
lated services 2 20
Professional and
related gser-
vices 2 3
Government
agencies 2 Lo 2 3
Total 11 155 2 3
Percentage ‘
of total ol.7 86.6| 11.8 1.7
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TABLE 22-~Contlnued

Senjior College| Speclalized
Junior or Graduate
College University Study Total
¥o. |Ho. Em~ Ho. |No. Ha~- No. [ No. Eme Hoe [No. Em~
Units |ployees| Units| ployees| Units ployees | Units ployees
1 13 3 88
1 1 2 4
1 1
2 9
1 1
1 5 1 5
1 2 3 23
2 3
2 40
L 21 17 179
23.5 11.7 100.0 | 100.0




Th

Two employers, or 11.8 per cent, desire high school
graduates who have had commercial training for employment
as clerks. These employers have in their employ only three,
or 1.7 per cent, of the employees covered by the survey.

Experience requirements.--Table 23 glves the experi-

ence requirements for clerks in the Borger area, Only one
employer surveyed requires clerks to have more than one year
of experience before placement in his offlce. Results of
the survey show that thirteen units, or 76.5 per cent, re-
quire no experience for clerks. These thirteen units

employ 143, or 79.9 per cent, of the clerk employees

coversd by this survey.

It was found that three, or 17.6 per cent, of the em-
ployers require one year of experience for placement of
clerks. These employers employ thirty-four, or 19 per cent,
of the employees.

It was also found that one, or 5.9 per cent, of the
employers requires two years of experience, This employer
employs two, or 1.1 per cent, of the employees 1included in
the survey.

Abllity requirements.--The work of clerks in the small

office is varied. In the Borger survey clerks wers found

to be performing the following duties:
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TABLE 23

EXPERIENCE REQUIRED POR FILE CLERKS, GHENERAL CLERKS, AND
OTHER CLERXS BY BORGER EMPLCYMENT UNITS

Type of Hons one Yeay
Employment
Unit Ho. | Xo. Em=| No. | Ho. Bue
Units | ployees | Units | ployees
Construction
Manufacturing 2 75 1 13
Retall trade 2 3
Wholesale trade 1l 1
Pransp ortation 1 2 1 8
Public utilitles 1 T
Comunications 1 5
Pinence, insurance,
and relsted services 1 7 1 13
Professional and re-
lated services 2 3
government agencies 2 4o
Total 13 143 3 3l
Percentage of total 76.5 79.9 17.6| 19.0




Yoars

—Pwo Yeurs Five Pive Years Total
¥o. |Ho. Em» Ho. |HOosw Em= Ko. | Ko, Em- Hoe | HOoe Emw
Units [ployses | Units|ployees| Units|ployees | Units| ployees
3 88
2
1 1
2 10
1 7
1 5
1 2 3 22
3
Lo
1 2 17 179
5e9 1.1 100,0 | 100.0
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1. Receiving and ahipping ordors of goods

2e Billing

3. Piling

L. Handling, distributing, and dispatching mall
daplicating and addreasing work

6, rerforming miscellansous tagks such as telephoning,
reeeliving callers, and carrying messages.

It may be seen Lroas the above list of dutlies that
abllitles, like the wark, must be varied, Cne nmust be able
to adapt hinselfl to variows types of work on a mamentts
notice; therefore, one should be able $to oporate all types
of office machines, should be fesiliar with stendard types
of office formas end paper,; and should know samething aboub
all types of office work.

In lsrge offices, such as those of the petrolewm oom~
panios, it wes found that work was varied in some Instances.
generallys however, the clerk has some specific duby to
periora.

Clerks sho perform veceliving, shippine, and billing
duties must be abtle Lo write legibly and perform simple
business mathematical caloulations. In some canses these
people wore found to handie packages which require some
physical strength,

Bmployees handling mall need a clear mnderstandling of
postal rates, laws, end regaletions. Qulite often thesze

ﬁ;* oL
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people must be able to operate skillfully sealing, stemping,
It is necessary to be able to operate such machines as
aphs sad 41t 20 machlines. Twse machincs were found
to be used oxtengively in offices of the Dorgor aves. Clervks
were fouxl %o be operatling varlious Cypes of adding machines,
caloulators, billing uschines, and listing mechines.

Soms spocific quastions were asked in regard $o the
desired qualifieations of new file clerks., Table 2 ghows
that sixteen employera gave thelr hiring requlrasents lor
beximing file clevks. Piftean of the sgixteen employers
anawering stated that they require aptitude which indicates
the ability and desire to lean thelr system. One employer
ateted that his begimning file clerks must have a general
understanding of the aystem used.

TABLE 2}

ABILITY OF FILE CLERKS REQUIRED 2Y BORGER
BUPLOYMERT UHITS
Fusbor of Tnita
Plling Abllity Requiring This Abillty
Extensive knowledge of
meu’»ﬁnvamﬂtmith
general understanding of
tho gysten used . . . ¢ + + ¢« « » « 1
Aptitude which indicatos

the shility to leaym
W&gﬁmmﬂé Qiﬂt%‘%tﬁt"cw



sgrephors and secretaries, such as health, cleanli~
ness, and good grooming, are equally cssentisl So clerks.
udgmont, and initiative are

Iaffingwell and Hobinson zay that office job ayplicents
must meet three requirements for employment. These are the
requiraments the employer will check before hiring office
Sobs applicante:

1. Can this Yicant do well the work we want
done? Has bhe the miaing or experience which f'its
mmmim If not, can he be trained readily
for 1E; that iz he zmmzw Sinoe there i
work to be doe, woe mant to g ,‘tsmw ﬁm&méﬁ
it. This polab S.s of rim inparbance, ‘

2« How well will ot m wn;h obher omw-
ployees? Some very compeltent workers are trouble
mkm. ?hw should bs spobted belore they are put

tho pa
3. ﬁol t salary ia he asking® If the sompany
has a well-prepared aslary standardization plan, the
salary range for the posiblon open bas boen gset) if
the selary expected by the applicant iz wi tmm thas
eatablishind range, that polint is teken care of. To
Py more 18 %o upset the schedule; f& pay less la
scononically and ethisally ma

Renommended Jourse of dtudy

Bmployers of the Borger sresa employiog file clerks,
general olerks, and other clerks ware asked to suggest ¢ollege
work whick would be halpful to thelr present msployees.

Tabls 25 shows that seven smployers mwayw are of the

lmmm Ha Laffingwell and Bdwin ¥, Robinson, W
ﬁ m S *wc y Pa w,
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TABLE 25

COURSE RECORSENDATIONS POR FILS | CLERNS , GENERAL CLERKS,
ARD OTHER CLEHES, BATE IV BORGER ﬁ&?" OYHENT THIT3

mm&r w:* mw

Type of Course
mm&m,.a.aﬁ.‘**..a,q.
PLIIODE o 4 2 « =« 0 s 4 o 68 v 0 ¢ o 5 s &
Duplicating moching . . L« ¢ ¢ 2 o » « s o
Adding muechines and caleulators « « + o« o « «
Bo01ling - o v 5 w s s 2 s e 1 2w o
Duslnwss Ppapers « « o - ¢ o 2 2 o 2 ¢ 5 » &

N b N\ e

Heogobiable Jrmtrumonlbs . « o o o o o ¢ o o o
Advanoed Lypewriting « s+ ¢ % 5 2 « ¢ x4 o«

o WM B

opinion that thelir clerks noed tralning in technimques of
operabting adding machines and calculators, Flve saployers
recaumended courses in spelling and business papers. Three
employsrs stated that a course in iling would be helpful to
some of thelr employees. Nall handliing, duplisating mechines,
nsgotiable instruments, and advanced Lypewriting wors cach
regommended by one amployer.

The following course of study is recommended for Frenk
Phillips College students who wish Lo graduste from that
Institution and to secure employmsnt &8 & clork in one of
thoe wlincss offices of the arsca:

1. Erglish, 12 sanester hours

2o Govormment, 3 samester hours




3« Econmicog, 3 seuestor howrs
e Typewriting, 9 semester hours

5e Sharthand, o semester hours

6. Business Hathawmtica, 3 senester hours
7. Bookkeeping, 3 semester houra
3s Mzthematlcs, & semester hiours
Je Zminoss Law, 3 semester hours
10 Introduction to Business, 3 samester hours
1l Plling, 3 semoster houras
12. OIffise Practice, 3 souvater hours
13. Dusiness Orgeniszation and Mammpesent, 3 szemester houys
U. rhysioal educction, 2 samester hours




CHAPTER VIII

THE BUSIHESS ALMINIBSTRATION DEPARTMEAT
CF PFRAVE PHILLIPS COLLEGE

This chapter will present dats concerning the physical
plant, the adminisirative policies, the Ssaching pesrsonwml,
and the present currisculus and sguipsent of the mainess
sdninistration departpent of Prank Phillips College. Ad-
ditionel informetlion about the commmmity served Ly the
college will be Included. These dats are presented in
order that faciliitlies of the college mey be welghed against
the sducational dexands of the community. Thoe purposs ils
to determine if the fecilities are sufflcisnt to meet the
curront educational nesds.

Prank Phillips College opened to rocelve students on
September O, 138, The Texss State Department of Bducation
vosopnized the college as s standard two-year institution
during it first month of operation. In April, 1949, the
Asaoclation of Texas Colleges recognlzed FPrank Fhillips
anting it full

mberahip. The oollege Is alsc a mamber of the Amorican
Association of Junlor Colleges, the Texas FPublle Junlor

College and gave it a first-class rating by gr

8z
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College Assoclation, end the American Library Assoolation.
The ascrediting, therofore, is the higheast possible for an
institution which has been in operation only three yesrs.

Physical rlant

Prank hillips College iz housed in two moder bullde
ings. The class roous, library, laboratories, and shops
are well arranged for efficient work and study. Recroation
facilitioes include s comfortable student lownge, & gyonua:

g pools Assemblies are held in 4 moderm

1,800=ghwir, air-oonditionsd auditoriuss.

7he business adainistration department oscupies several
rooms on the thixd floar of the main tullding. Rooms ars
well lighted with modern Tluorescont lighbting eguipment.
Esch roomm 1s detorated in different colors which are soft
and ploazing to the eve, Heating and ventilating systens
are modern and adequate, Ssating is adjustadle. 4ll rooms
are constructed of sound-absorbing materisls.

Coammmity Served
Prank Phillips College serves an area of the Texas
Panhandle which 1s primerily industyial, oOlant senulacturlng
plants, shich process crude oll and nmatural gas, dobt the

Brat.
wheye there is induatyry, records pust be kepts Aa one

wight expect, there are many swell offices throughout the
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aron as woll a8 sope vory larges ones. In addition to these
induetiial offices there are offices in Borger of the type
found in a1l other American cities of comparable size, Be-
sause of the cooporation betwoen merchants and business men
of all types the small “slespy" of flice of the aversze town
is & larger "beshive™ of activity in Borpe:

There ars, twreslore, many esmployment opportunities for
those people of the ares vho are trained to do offdce wark.
The people vho desire such training along with college
credit muwt look to Frenk filllips College to £111 their
nseds.

Administrative Policies

Frank fhillips College maintalns both day and svening
courses for students of all ages. Classes may be organized
for any group of six or more atudenta who wish to study the
gams sublect In the ovening school. All clasaes are taught
by mombeye of the colloge faculty or by qualified profese
sionml people and craftsmen. Veterans may participate, under
school.

he requiremsents for adelssion to Frank Fhillips College
are given in the following sxcerpt Irom the catalog of the
schiool:

1. Oradustlion from a fowr year approved nigh school
with honorable diamisszal. A high school transcoript
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must be presentad showing at least 15 affiliated

units,.
N 2. Admission by exmzimstion in 15 high aschool

units.
3« 4 student who 15 21 yours of age may be ad-

mitted by lndividusl approva f:fa courses {or which

he is preparesd, though wwmble to offer the mual ad~

miaaimx tmﬁ;a‘ He will bo classifisd as & special
pghenn antdl) such $iwe as the adnlselion regquirementia

are met, BEx-service men or wosen, 10 years of age or

amwﬁ pey be adnitted on mxﬁ.&ml approval.

studants froz other colleges who geek advanced
ng pust present letters of hz@mma diamissal

ant certificates of record showing the smount of work
done and the number of bours araﬁi%z recelived for it.
work don in & standaxrd college will be acoepted withe-
oub examinatl on.

i:i:a&mts may be sadaitted to tersinsl and voca-
tional courses on & solective basis. If it appears
that the prospective student can profit by enrolling
ia any teminal course, he is uwsally approved lor
sdnlsaion to the course. No spesifie list of high
school aiwﬁiw is reguired for sdoisalon to these
SOUTOO8 «

raition and fees are dus at the times of registration.
PMnancial assistence may be cbtained by making application
in the of fice of the college MIFSEY.

Teaching Fersonnel
The faoulty of the department of business administration
consists of two instructors. One Instrustor, however, devotes
part time to the department of economl
mont of the college bookstore.

vs and to the manage-

poilh instrucstors hold Hasterts degreses, One lnstructor
recelived the Bachelor of Scionce and the Haster of Arts

Yorank Fhillips College, Third Anpual | pe 17.




degress ab West Toxas State Collegs. The pecond member of
the stall recelived tho Bechelor of Busliness Adninistryation
and the Haster of Sclence degress ut Bust Texes 3tate
Teachers College and is now completing a0k on the Haater
of Business Administration degree st Hoprth Texes State
College.

in addition to the regular faculiy of the depariment
of business aduinistration ol Frank Phillips Collegs, @
mombeyr of the spooch department is avallable for & cluss
in business spsech, a merber of the mathematics department
faculty iz avallable for a clasz in musiness mathomties,
» of the government department is svallable for a

couwrse in business lew, and a member of the English faoulty
iz avalilable for & course in business ocorrespondenc
business bngllsh.

Prasent Curriculun and Equipment

The present curriculim of the bupiness sadministration
departoont of Prank Fhillips College is composed of elghteen
courses, ong semoéster or oightem weels in length. In ad~
dition, two courges are offerad in economic primciples by
the sconomios deopariment. A1l cowrses in the curriculum cane
not be aoffered sach saemester or lLem.

Courses offered by the business adnministration deprriment
of Pravk Poillipe College are sz [ollows:



1. Introduction to Zusiness 113, 3 semester hours
2. Beglmerts Typewriting 113, 3 semestsr howrs
3. Intemmsdiate Typowriting 123, 3 seuester hours
Lo advanced Typowriting 223, 3 semcster hours
5e Zlemantary Shorthand 133, 3 semester hours
be Intermediate Shorthand 143, 1 semeater hours
7. Advanced Shorthand 233, 2 sssester hours
8, shorthand 2I3, 2 semester hours
9. Ofrico Prectice 23, 3 semeater hours
123, BooMiktesping 143, 3 semeater howrs
11, Business ¥sthematics 113, 3 semester hours
12. Prineiples of Accounting 254, L semester hours
13« Principles of Accounting 24, I, semester hours
1« Dusincss Law 173, 3 samester hours
15« Dusiness and Professional “pesking 213, I semester
hours
16, Business Orgenization &nd Hanagoment 273, 3 semester
17. salemsanshipy 283, 3 someater houre
18. Sales Hanagement 293, 3 samesbter hours
Cloas rooms [or usiness adminiatration sve specially
oguipped for claszes in shorthend, typewriting, office
practice, and sslomwnahip,  The typewriling room is equipped
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with adjustable desks. In addltion to an electric type-
writer, there are thirty new typevriters of various melkes.
Por office practice the rows 1s equipped with a mimeonraph,
dictaphones, and filing equippent. %ive recorders and movie
projoctors are alao avallable. The accounting room is
equipped with Freiden and Honroe caloulators., vietor and
Remington adding machines are also available. The salss-
manship roos 1s eqguippod with counters, office desks and
chairs, & wire recordsr end 3 sixteen-millimetar sound proe
Jectors Projectlon equipment for film strips and slides

is also availsble,

Summary

The administretion of Prank rhillips College has signi-
fied its whole<hearted epproval of business edministration
eourses &t Frank Fhillips College by giving support and

ragasent to both students and Instructors. DBecasuse of
this intereat, modern squipsent has been obtained, the cur-
riculum has been broudened, and the snrollment has prown,.
Business men of the comrmniiy are supportint the business
tralning program of the college by hiring its trainess.

Prom the data presented In this chapter it is belleved
that the business administration department of Frank Phillips
Collage 1s adequately stalffed, housed, and equipped to meed
the business educationnl needa of students and employers of
Borger, Tezag, and the adjecont areas,




The pwpose of this study was fo attempt to establish
ways in shich the business administration department of
Prank Phillips College can lwlp its students prepare to
£111 the ewployment needa of the commercial offices of
Borger, Texag, md the adjacent arsas. This chapier will

mresent the findings, conslusions, and recosmendations.

?&#ﬁaga

In this survey it w=az found that the most popular sources
of job applicants in the Borger area are friends, acquaint-
ances of friends, and friends of employoes end management.
These sources of job applicants were used by 75.4 per cent
of the fims swrveysd,

Hiring and piacing employses is on a peraomal basls in
the majority of the employment units surveyed. It was found
that 57.6 per cent of the gimms use the personal interview
ag the bagls for placemunt rather than sptitude tests or
gschool evaluations .

A majority of the [irmas surveyed rated soclal traits
and work hadits of thelir asployess sz satisfactory. Several
traits, however, wore rated umatisfactory. These are the

89
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abllity to do non-gupervissd work, the ability to express
themaslves in words, the ablility to express themsaelves in
eriting, the abillity to spell, and the sbillty to perfomm
necossary mathematical nmaﬁwa

Bdusati onal requirements for meanagoerisl positions in
the Borger ares are high. Twenty-three fimms, or 09.7 per
sent of the {irms surveyed, are {irms of such nature that

two years or more of college oducation are needed to £fill
anagerial positions. In feot, fourteen, or L2, per cent
of the units, worse found to reguire sonlor college or Wi
versity education. '
Exporience rogquiresents for mans
found to be rigid. Nineteen, or 57.5 per cent of the units
surveyed, wore found Yo roquire more than five yesars of oxe

gement personnel were

perience for msansgoment persoinel.

BEmploying unlita surveyed werse of the opinion that courses
in persomel sanagement , business letter writing, and busie
ness speech would be helpful to thelr present manapement
peraonnel. Courses in business organizatlion, socounting,
and taxation were also suggested.

of the twenly flmms swrweyed which esploy scoounting
personnel in the Dorger area, eisht, or L0 per cent of the
total, yoquire only a genersl high school education for place~
ment. A smaller group of employers, lour, or 20 per cent
of the total, employing Ltwenty-seven, or L0.3 per cent of the
employues, require senlor collsge gradustes for placement.
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Experience requirezints for accounting personnel were
found to be leient. Dleven of the units surveyed, which
miﬁy 85.1 por cont of the employees covered by the survey,
require no accounting experisnce for plasement. Fouwr units
wore found to require ome year of experdence for placement,
four other units require two years of expérience for place-
ment, and one unit reguires five years of experience for place~

ment of ascounting poreomnel.

Pour employers ware fowdd to requlre sccounding emplaoyecs
with oxtensive knowledge of accounting. Hine of the unibs
sarveyed require an understanding of accounting principles for
employment. 7Ton [imms require only an aptitude which indl~
catos abllity %o learn the aystem used.

Ten of the esploysent units surveyed expross
opinion that I thelr sccounting personnel
knowledge of ascounting principles, thelr acosunting depart-

ments would be more efficient. ¥Nood was eoxpressed for ade
ditional training in business mathematics, credit procedurcs,
income taxes, busineas machines, payroll aco:
machines, and advanped accounting.
In exanining the eduwatioml rag
and stenographers, the investipator found thet nine employers,
who employ ll.} per cent of the perscnel of this type included
in the survey, requirs secrotaries and stenographers with two

ounting, posting

raments for secpetaries

years of college tralnin: for emloment. 4 smaller group of
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eight employers, sho employ 77.2 por cent of the employuss,
requlre only high school business training for esploment.
Zmployers who hire high gschool graduatos for this work in~
dicated that work is not satlisfactory, in many cases, until
the axployse gains experisnco.

Experience requiranents for secrstaries and stenographers
in the Dorger area are low, Jeventeen, or 70.0 per cent of
the employers of seoretaeries end sitenogravhers, require no
sxperiance for plecememt, 3oven asployers wers fowd sho
hire oaly experlenced secrotaries and stencgraphers. Pive
of theae employers require one yoar aof exparience and two
smployers regquire teo years of experiencs.

Ton of twoenty-four exployers weves [ound to have no type~
urdting speead standarda for thely offices. These ten employers
employ L1.7 per cont of the employess of this type surveyed,
Pour employors wore found to require a typewriting specd of
forty words per minute, five smployers require fifty words
por minute, and {ive exployers reguire sixty words per minute.

¢f the thirteen uniis surveysd using ehorthand dictation
in their correspondence work, five, or 38.L per cent, have
ne dlotation speed standard., Thres units rogquire that steno~
graphic persoanel be able to takes dictation et elghty words
per minute, thres units require n standard of ninety wards
per minuts, and two units require a standard of ong hundred
wards per minute,
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Bizht employers were Jfound to have transoription spesd
ndirds,. These standards ranzed from thirty to fifty
worda per minute.
Yhon gueatlioned sbout tralning nesds of sseretaries
sl stenographers, esplovers stressed businsas letter writing,
spelling, snd business English,. Advanced shorthand, apeech,

filing, @sd dictation machines wers alego recommended courses.

Bducational requiremsnts for office~salss perasomnel were
found to be two years of college in B0 per cent of the units
surveyed. The vemalning 20 per cent reguire high achool
general education.

Experience requirements for office~sales personnal wors
not found to be high. It was found that L0 per cent of the
enployers require no experience for employment and 60 per
gent require two years of experience.

In office sales work there is need for knovledge of
prioeiples of salesmanship. O(mly one employment unit sure
voyed does not rogquire thelr office-sales employees Lo have
thia koowledge of sslemwmnohilp belore belng employed.

For the training of office~ssles psraonel, employers

espocially recomonded business mathematics, salesmanship
prinoiples, and psychology. Business BEnglish, business
speach, asd business letter writing were also rescommended,
Edusationel requirements for clerks wery obtained from
seventesn {irms. EHleven firms, or Oli.7 per cent, require
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elorks with high school genorel cducation for employment in
their officen. Powmr employers veguire clarks who have had
two yorrs of college and two employere require clexks who
have had high sohiool camerclal training for enployment in
thoelr offices. |

tnly one wmployer was found in the survey who requires

more than one year of sxperdience for ¢lerks who are smuployed
in his office. Thirteon employment units were foaumd to re-
guire no sxperisnce for clerks and thres uwnits requlire one
yoar of sxpsrience for employent,

Clerks should have some knowledge of all the pany tasks
porlfamed in the office. Those clarks who poarform recelving,
shipping, and Hilling dutles must be able o write legibly
gnd perforn simple mathemmaticsl caleulstions. Hall olerks
mast have nowledze of the gperation of various types of
mailing sachines. Clerks in the Porger srea operate nimeo-
Zyraph machines, &ltio machines, sdding machines, celoulators,
billing wachines and listing meohines.

Tt was found that fifteen of alxtean employers vho em-
ploy £ile clorks will employ those applicants who have only
the aptitudes shich indicaston the abllity to learmn tho system
used, One employer requires that begloning I1le clerks have
a general undorstanding of the flling system used.

Courgos recommonded I'or thoae people training to be
of fice clerks inoluded spelling, sdding machines and
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saloulators, business paperg, wd Mling. Courses also sug-
geated wvere pall bandling, duplicaling machines, nogotiable
instauments, and advanced typewriting. |

As previousiy stated, Prank "hiliips Collegs madntains
both dey and evenling sohwol program
ganized for groups ol as f'ew as six peoples Day school

e Clasnen sky Lo OFw

clasaes nest for one hour, three duays & wesk, or for o and
me-twll houra, two daye & week.

remants for adnission ere high school graduation,
ory 17 twenbty-ans years of age or older, & student may snler
Prank Phillipe College on individual epproval, Dissharged
veterans who are at least elipghteen yeara of age may be ade
mitted $o the college on individuml spproval,

The teaching persomel of the ainess adminiatration
epartment of Frank Thillips College includes two Instruce
tors. Soth of these instructors heve Haster's Jogrocs.
Instrusctors of other departments ere avallable to instruct
sowrges in businoss adsinistration which are elosaly related
to their fleldas.

The prossnt cursieulus of the business aduinistration
departnent of Frank Phillips College is composed of elghteen
pourses, one gsemester in lagth. These courses ayve basic
courses in the flelds of general business, secretarial sclence,
manapgenents sccounting, and marketing.
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Olasa rooms for husiness administration at Prank
Phillips College are cspeclally equipped for coursoes in
shorthamnd, Sypewslting, office practliee, scooumting, and

Coneluglons
Besed on the findings of this study i¥ 1 belleved that
the following conclusions may be justified:
1. 3owraez of jJob spplicants moat used by Dorger smploy~
ment units surveyed are scurces In svhich ra

ng penent hag poep-
somel interests.

2. Hiring and placement custosma of forger employers
are, in the majority of cases, based on persoml interviswa
ratheor than ability valwmtions,

3. There i need for inprovement ol the work habdbits of
Borger office employoes.

Lo In addition to being woll sducabted and exporienced,

gemont persanel must be capable of leadership.

Se Although 1t 1g not regquired for employsent, ewployers
desire accomting personnel who bave a thorough knowledpe of
scoounting prineiples.

b, 3scretaries snd stenographers in the Dorger arsa need
more training in detalils such as spolling, business letber
writing, and business English.

T+ Offico-sales personnel are required to have knowledge
of the principles of sslesmenship to acguire office-sales
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employment in & majority of the Dorger employment wdia
aurveyoed,

8, P1lle clexks are not generally required to have
koowladgs of the verious systems of filing ¢to acquire filing
aplopeent in the offices of B

7« The sverage aducation and experience requirenents
for manspgeriel employment in the Sorger ares, established
by the mole, are graduste of senlior ecollezs with more than
ive yoars of expsyience.

10, The average education and sxperience requirements
vloyment in the Borger srea, ostablished
by the mode, are high schaol general education with no
oxperience.

1l The average cducatlomal and sxperiencs requirenents
for seorotarisl and stenographic employment in the Darger
aron, ostablishad by the wode, are Junior eollepms gradua
with no experience.

ids The sverags education snd expardente roequirements
for office sales employment In the Buorger arsa, sateblished
by the mode, are Junior oollege education with two years
of sxperionce.

13« The average oducation and experience requirements
for wuployment ag file cleyks, genorel clerks, and other
clerks in the Dorger arss, established by the mode, are
high school gomeral edunation with no sxperisnce,

for accomnting en
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14. Frank Phillips College is sdeguately astaffed,
housed, and equipped to meet the business educationnl needs
of students and employment units of Dorger, Texas, and the
adjacant areas.

Recomzendations
The recommendations offered in light of the findings
of the Borger office survey are listed below. It 18 believed
that they will be helpful in corvelating the business osducs-~
tion progrem af Frank Philline College with the educational
needs of the amployment units of Rorger and sdjscent sreas,
It 38 evident, {rom the survey just completed, that a
majority of Borger office employers surveyed are desiyous
of fmproving the alficlency of thelr offices by employing
more capable persoamnel. It hss been Indicated that managoe
M personnel must possess leadershlp in addition to educa~
tion and experience. It is rooopmended, theryefore, thet
basic courses in managemsnt be given a more prom

nent place
in the businesz currioulum of Prank Fhillips College and
that students interested in this lleld be encouraged to Join
and take an active part in all groups in which they heve an
opportunity to develop leadership.

It was found that 39.)1 per cent of the ocuployers of
accounting peraomel, surveyed in the Borger area, require
employess $o have knowledge of socounting principles for
employment,. In addition, ton other employers of ageoumting
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porsammsl were of the opinion that such kmowledge would be
helpful in their offices, Fersomnel with a kmowledge of
aceounting principles, however, are not availabls for all
employors +ho nesd them. I iz recommendsd, thereflore,
that 811 studsnts of Prank Phillips Collsge, who plan to
secis of fice employment in the ares, bs urged to complete
& courss in accounting prineiples vhile in collegs. In
light of the difficulties encountered by accounting person-
their employmenty it is also recommended that a course in
business mathematlcs be made a prerequisite of the course
in scoounting principles offered at Frank Phillips College.

Adaitionel Sraining in business letter writing and
musiness English was expressed az belug needed Ly twelve
anployors of secretaries and stenographers. Rleven em-
ployers expressed the need for training in spelling. It is
jad, therefore, that business letter writing receive
additional exphasis in the advanced typowriting course at
Frank Phillips Sollege and that a courae in busineas English,
which will devote some time to the study of apelling, be
addéed to the curriculun.

It wag found, by the swvey juai completed, that s
majority of the employment units employing office-sales
peragnnsl require thelr personnel to bave 2 knowledge of the
principles of salesmenship before employment. It is |
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recamended that the valus of the course in salesmanship prine
¢iples bo pointed out to those students who will sesk enw
plogment sz office salespeople.

It 1s evident from the Mndings of the Rorger office
survey that office clerks in the ares perfors varied office
taske. In light of these findings it is recosmended that
stadents who plan to sequire emplopsent sz sleris in offices
af the ares be ensouraged to choose a diversified program
of business courses while in training st Prank Millips
Collegs.

Hiying wnd placement of employees was found, in the
majority of cases, to be based on the persoml interview.

It ia rocammnded, therelore, that all students of Prank
Philllips College, who plan to £111 office positions in the
area, be urged to enroll in Selesmenship 283, In this
sourse, extensive work s done in prepaving etudents to sell

thelr mervices bo & prospective smployer.
wosaent burean should be establisbied at Frank

FPhaillips College. Proguent sontacts should be made with
Borger aaployment wilis to diseoover thelir nesda and ways in
which Ppank Phillips College students can couply with these
noods ..

Fioallys 1t 43 rocommended that all appropriste measures
be taken Lo atrengthen thoe cooperstion betwoen the Prank
Phillips College business asdminiatration depsriment, its




101

teaching staf?, and its students and the employment units

of Borgey and sdiscent aress. The teaching stafl of the
businsss departwent of the collegs should vislt smployment
umite oscasiomally to boowse more famlilier with actuul

of Mce procedures in use in the units. The guldante and
placement responsibilities of the departmwent of busliness
adminiastration of Prank Fhillips College to students ond

to the community should alwys be recoguized by the aduinis-
tration and the teachling staff.




APPEHDIX

auestionnaire

Wame 0f Company Addreas

Pleasc check one of the blanks below to clsasify the coupsny:
Construction Communicstion
Hanulacturing T wloance, insurance, and
Retalil trade T pelated pervices

; Wholesale trade Professional and rolated
‘ranaportation gorvices

Publie utilitiesn

Give the number of office mmi acoording bto the clasale~
fisations glven below:

Hanagerdel . . » . . . . Office gales . . . . .

Accounting « o + + . . . Fllo c¢lorks, gensral

Secretarial and clerks, and others .
stenographic . « « .« . B

JGovernment agencles

Worimadiiasi

AP

R

?lsases chesk source or sources from which ayplicanta for ex-
ployment Are socured:

Public mmployment agenciss School contacts , « . ,
Frivate smploymont sgencies Persoril acquaintances
Wank R E R ' People mended by

Oen peraoonel office . . mplm ar friends
Othey sourcos:

N i 83 R e

By what method or pethods sre employees selected from the
applicanta? Please check those which are used.

F&?ﬁmma?u&ﬁﬁmwﬂ LIRS T T T

LI T U T

Pavorable 1 Eransceript or appraisal . . . . . .

Interview and counseling - ¢« + o 4 ¢ 5 o » o 2 o 5 o '

Tosting to detomine quaelifications + « + « v « « o o«
m&lw}p‘ﬂ"unsﬂtﬁqinuaa-u%t*a

Other nel H m—

I tests are used, please give the names of these Lests:

i
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Floase indicate by cheok marks whether you find beginning eme
ployees satialactory in the followling personal tralta:

o

good

-

roor

Duoss Bot
Apply

Behavior
Grooming
Lppropriste wearing epparel
Etiguette

sl & » i

Ability to follow directions

AbLility to work with others

Abili%y to do supervised work

Ability to do nonesupspvisoed
work

Ability to expreas themselvea
in words

Ability to express themselvos
in writing

Attitude toward work expeoted
in guality exd guantity

Attesndance and punctuality

Adheranco to reguletions of
the company

#iliingneas to atart in
Janior positions

Ability to spell correctly

Ability to perlors necess
i m fag e e

Sl

fheed




. gradu-

Specialised
&te study

Flease show exporience requirements for ssployment by placing checks

in the squares below:

Harge

gersal

Avoount

g

and

File Clerks,
0ffice |General Clerks

Five yesrs
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Pleage check skill requirsments for the employment of:

Hamgemont persormel:
Previous mensgerisl oxperience and knowledge of sciontific
BEDSZOIONL « ¢ 4 4 4 » v s s e s ok o

Previous menagerisl experi e e e L Tm—
VaOu8 s '?’&"'mﬁ%’«waviw«tci j
Enowledgement of sclentifio management . . . » . . '
lo previows exporience or training « ¢ + « « + » «

Offics aales persunnel: |
frevious sales experience and knowledge of sslogmanship
PUATIBIDIOE 4 o « ¢ 4 ¢ k% s e e

PrOVIOUS 80108 SXPOPLEOCE .+ v o v u o u v 4 4 4 4
‘*f»'%g' of Sﬁlﬁmﬁtﬁy primiyl% - & % # : - ‘
Ho previow sxperience or traludng « o o « s » o « ,

Ascounting parsomel:
Extansive knoeledpge of acccuntiog .+ ¢ o o o o' 5 » ,;
Ganeral understending of sccomting principles . .
@t&mﬁg whioh indicates ability to learmn your ‘
m LR A A L I N I O A e A I N

File clorks:
Zxtenaive MKQ%‘G of filing L
Gandral understanding of the filing aystex used . -
Aptitude which indicates ability to leawm your

m‘g%‘a‘w«t»’sﬁqututm*ustnn
AR AN

Please £11] in the skill vequirements for ths employment of
%gmfariax ﬁﬁ ﬁm%ggm gmgé* te
Pyping aped L words per minute,
Dictation #;:W worda por minute,
Transeription speed, worde per ninnto.
Check eny tralning progrems which the oo may have to
supplemant lustruptlion employses have had in school:

Ko's £ 54 anagerial
— —r

. , Pu Be Xe
— ggﬁmmﬁng —
plotation machines

A

Others:

I::Kﬁmﬁﬁ nature of tralning progrems
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Chook the Ltems below in vhich you belleve your pressnt en-
ployees should have had moye training whi. ms in sghonls
_ Personng) mans penant Mami;ﬁmﬁ‘
e mrvialm  er s erantng
mﬁ:&%ﬁ%&:&g ——pst W@Wgﬁ%@%&m
ting ——lnooms taxes
tors

0ffice~-ssles persamol:
sinens mfzhm&wa

mma m;w writs ‘ Pt : w iting
g ng "Mmm ot o
—Spelling  Oredit procedures
___%mim&s spoach T 3peech
—hiolef o0 mactae — T
atlon a5 ology
T puplisating mechines “fthers:

ZPs Be X

1&@
Mﬁmmngg machino s
Afidi:ag maoehines, caloulators

m%ﬂ‘& Wﬁ W bk o 2o de e
College in meeting the amploymen

Kow courses?
Additional emphasis on certain phases of vhat courses?

gtlons ma wm},{i kelp Prank Philll
$ needs of the community:
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